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introduction 

This document provides the steps necessary for a 
user to add a network printer in Windows. 

Steps 

Open Printers and Faxes Window 

1. Click start on the Windows taskbai' (Figiue 1). 

2. Select the Printers and Faxes option to open it. 



Figure 1 

3. Determine whether the network printer aheady 
appears in the installed printers arrd faxes listing 
(Figiue 2). If it is, proceed to step 14. If it is not 
in the listing, proceed to step 4. 



Figure 2 

Use the Add Printer Wizard 

4. Under Printer Tasks, click Add a printer to 
open the Add Printer Wizard. (Figiue 3). Click 
Next on the Add Printer Wizard to start the 
setirp. 


Add Printer Wizard 



Welcome to the Add Printer 
Wizard 


This wizard helps you install a printer or make printer 
connections. 

1 I If you have a Plug and Play printer that connects 
through a USB port (or any other hot pluggable 
^ port, such as IEEE 1394, infrared, and so on), you 
do not need to use this wizard. Click Cancel to 
close the wizard, and then plug the printer’s cable 
into your computer or point the printer toward your 
computer's infrared port, and turn the printer on. 
Windows will automatically install the printer for you. 

T 0 continue, click Next. 


< Back 




Cancel 


Figure 3 

5. Verify the option for A network printer, or a 
printer attached to another computer is 
selected (Figiue 4). Click Next. 


Add Printer Wizard 


Local or Network Printer 

The wizard needs to know which type of printer to set up. 



Select the option that describes the printer you want to use: 
Local printer attached to this computer 
Automatically detect and install my Plug and Play printer 



T 0 set up a network printer that is not attached to a print server, 
use the "Local printer" option. 


< Back 


Cancel 


Figure 4 


6. Verify the option Find a printer in the 
directory is selected (Figure 5). Click Next. 


Add Printer Wizard 


Specify a Printer 

I f you don't know the name or address of the printer, you can search for a printer 
that meets your needs. 

What printer do you want to connect to? 



0 Find a printer in the directory 


O Connect to this printer (or to browse for a printer, select this option and click Next); 
Name: 


Example: \\server\printer 

Connect to a pritTter on the Internet or on a home or office network. 


URL: 


E xample: http: //server/printers/myprinter/. printer 


< Back 




Cancel 


Figure 5 
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7. The Find Printers window opens (Figiue 6). 
Click Find Now. 



Figure 6 

8. The list of printers in EOIR opens (Figiue 7). 



Figure 7 

9. Click Name to soil the printers by name and 
then scroll to locate the printers for yoin 
location. 

10. Select the desired printer in the list (Figiue 8). 
Click OK. 

I Name_ Location _ Model _ ^ 


(b) (7)(F) 


11. The Find Printers window closes. On the Add 
Printer Wizard select whether or not to make 
this yoiu' default printer for printing from 
windows (Figiue 9). Click Next. 



Figure 9 

12. Verify the printer settings selected are correct 
(Figiue 10). Click Finish. 



Figure 10 


13. The Add Printer Wizard window closes. The 
added printer appear s in the Printers and Faxes 
list (Figiue 11). 



Details 


!(b) (7)(F) 

i 


(b) (7)(F) 


Docuroentv: 0 

Status: Ready 
Location: F=Tont Window 
Model: ZDesigner a<420d 


< . 




Figure 11 

Note: The added printer is now available for 
selection within windows applications. If the printer 
assigmnent fails, contact the EOIR Help Desk. 


Figure 8 


14. Close the Printers and Faxes window. 
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